
UNITED STATES PROBATION/PRETRIAL SERVICES OFFICE
Western District of Wisconsin

CAREER OPPORTUNITY

Vacancy: 06 WIWP-03

Position Title: ASSISTANT DEPUTY CHIEF UNITED STATES PROBATION OFFICER

Status: Full-time, Regular

Salary Range: $70,007-$113,822 (CL 30 step 1- 61) depending on qualifications and experience.

Position Location: Madison, WI

Start Date: Projected March 2007

Closing Date: Position open until filled.  Applications received by December 29, 2006 will be
given priority consideration.  If this position or similar vacancy becomes available
within a reasonable time of the original announcement, the Chief U.S. Probation
Officer may elect to select a candidate from the original qualified applicant pool
without further advertising.

GENERAL:

This position is located in the Probation/Pretrial Services Office of the U.S. District Court, Western District
of Wisconsin. The Assistant Deputy Chief Probation Officer reports to, and may be required to serve as back
up for, the Chief U.S. Probation Officer.  The position will serve as Presentence/Pretrial supervisor and be
responsible for the quality and quantity of  services provided by the unit.  This position also includes a
variety of administrative duties.

REPRESENTATIVE DUTIES:

Policy Development and Administration

Assists in review, analysis and interpretation of statutory and regulatory requirements.
Manages and exercises supervisory authority over  all staff within the presentence unit.
Assists in development, implementation and evaluation of district policies, procedures, standards and
programs.

Personnel Administration/Management

Participates in the selection process for officer and staff appointments and promotions.
Assists in orientation of new employees.
Assists in development of staff and administration of performance appraisal system.
Assists in identifying and correcting performance and/or behavior problems.
Assists in investigating and resolving employee problems and complaints.



Approves leave requests and time and attendance records, including compensatory time, per policy.
Develops and maintains a positive, productive office environment.

Quality Assurance

Supervises and reviews work of staff.  
Reviews and evaluates all community resource and supervision work to ensure high quality and adherence
to existing policies, procedures and guidelines.
Assists in implementing and is responsible for following through with the National Charter for Excellence.
Reviews travel of presentence personnel assigned to Madison office.

Communication

Maintains cooperative relationships with all components of the criminal justice system.
Maintains liaison with judicial officers.
Confers regularly with staff, conducting meetings as needed to keep staff informed and assure compliance
with current district policies and procedures.
Assists in communicating mission, policy, procedures and programs.
Assures effective communication within the unit through coaching, counseling and modeling effective
communication skills.

Planning

Assists in planning related to personnel, space and budget issues.
Develops systems for effective and equitable distribution of work load. 
Participates in identifying and meeting training needs.

Miscellaneous

Performs duties of line officer in their absence or as workload dictates.
Performs duties of Chief U.S.P.O. in the absence of that officer or as otherwise delegated.  
Performs other duties as required or assigned.

QUALIFICATIONS:

Minimum

EDUCATION - This position requires a 4-year degree from and accredited college or university with a
specialization in an appropriate field of academic study, such as criminal justice, criminology, psychology,
sociology, human relations, business or public administration.  An advanced degree in an applicable field
is desirable.

EXPERIENCE - To qualify for the salary range posted, a candidate must have at least three years of
specialized experience, one year of which must have been at or equivalent to a CL 29.  This must be
progressively responsible experience gained after completion of degree and be in such fields as probation,
pretrial services, parole, corrections, criminal investigation or work in substance/addiction treatment.
Experience in supervision, counseling and guidance of offenders in community correction or pretrial
programs is required.  Work in closely related fields such as education, guidance counseling, social work,
or psychology may constitute a part of specialized experience.   Experience must also have provided the



opportunity to gain skill in leadership/management and a thorough knowledge of the basic concepts,
principles and theories of management as applicable to the U.S. Probation/Pretrial Services Office.

DESIRABLE QUALIFICATIONS - The successful candidate must be able to maintain a professional
demeanor, work harmoniously with others, observe strict ethical standards, and treat all persons with dignity,
respect, and without bias.

AGE AND PHYSICAL REQUIREMENTS - Due to the hazardous duty requirements, and to qualify for the
law enforcement retirement benefits, applicants without prior federal hazardous duty service must not have
reached their 37  birthday before the date of appointment.   Prior hazardous duty federal employment mustth

be sufficient for total of such service to be at least 20 years by age 57.  Final applicants (excluding transfers
who have otherwise qualified) will be subject  to pre-employment drug screening and will be required to pass
a physical examination before reporting for duty to determine ability to perform essential job functions.
Once employed, officers are subject to random drug screening.

BACKGROUND INVESTIGATION - If selected, applicant will be required to pass a full field background
investigation conducted by the Office of Personnel Management as well as a credit record check.

TO APPLY:

To apply for this position, interested parties should submit:

-Cover letter addressed to Chief U.S. Probation Officer  
-Resume
-Completed AO-78, Application for Judicial Branch Federal Employment

 ( http://www.govjobs.com/Applications/ao-78.pdf  )
-At least three professional references

-Finalists will be required to submit performance evaluations, proof of degree and letters of
reference.

All documents should be submitted to:

Kent Hanson
Chief United States Probation Officer
Probation/Pretrial Services Office, Suite 420
Western District of Wisconsin
120 N. Henry Street
Madison, WI 53703

The U.S. Probation office is not authorized to reimburse candidates for interview or relocation expenses.

This office reserves the right to amend or withdraw any announcement without written notice to applicants.

AN EQUAL OPPORTUNITY EMPLOYER

http://www.govjobs.com/Applications/ao-78.pdf
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